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CEREMONY CHECKSHEET 


Name of Awardee: OfhP -fyiard-s C&r&monv _ Home Phone: _ 

^ 7 Office Phone: 

Award: JiLQ CAflflS^ Contact Point -(if not awardee): 


Phone : 


STAT 

STAT 


Ceremony Date: 
Presenter 


Time : 


Conference Room: 
Booked : 


llm- 


Note to Staff: 


Notified D/Pers : 


Greeting by Office/Division Chief Arranged: 

Citation Reader Arranged: 

Personal .‘Brief Requested: 

Photographer Called: 


H- 


_Room # 
Received 


Assignment/Requisition # 

f 


Guest List Received: 
OPF Requested: 


Guest List Called: 
OPF Received: 


Length of Service Certificates Requested: 
Citation Written: 


Received : 


Typed: 


STAT 


Suggested Comments for DDCI Prepared: 

Bullets Prepared (when needed) : 

Scenario Prepared (when needed) : 

Formal Guest List Typed: 


Typed: 
Typed :_ 
Typed: 


Photo Reqn Typed: 


STAT 


5X8 Card Typed for Citation Reader: 

Awards Gathered/Framed: 

Need ARA: Yes 


Labels for Chairs Typed: 


No 


ARA Prepared: 


STAT 

STAT 


Copy of ARA to Retirement Division: 
Name to be sent to 
Photos Received: 


Yes 


No 


Added to List: 


STAT 


Photos sent for Inscription: 


Photos Mailed to Awardee: 
Case Closed: 



ctisn are copies ©+- a\A)ard 

' -ha^ ,to\ , for -Hae 
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